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ABSTBACT ^ 

' Is an informational aid lor Flo Wda copB^^ 

aanlnistrators, this manual outlines a set^ of performance 
competencies for chief' student affairs officers^ (CSAp'sK/A 
professional mission statement for CSAO* s is presiated first ^ 
followed by a brief discussion of the ^ue© of the manual in writing 
lob descriptions, select^irig candidates for CSAO pQSitiona, 
identifying staff detelopment needSr f acilitatinf selfl^evaluationpy 
Identifying professional training teguiremints, expanding student 
jt'ffairs functions within the college , evaluating job performance » 
cdntrlbutiiig to accountahlllty. The manual ^thfen outlines ^specific 
competencies tinder five professional skill categories: (1) 
educationai ^ leadership ^skills* required to analyze and interpret 
institutl^nal-poli on behalf of students and to, participate in the£ 
policy-making processr (2»v management and suEervlSorV skilli needed 
in writing budgets, selecting and trainiiig personnel #\ana determining 
aoals and objectives s (3V |rticulatien skills reguirSd to "assure^ 
flow. of information among, students, college staff , and the , community i 
ftt) program development skills reguired in assessing student neeas, 
TOcqrlng aaeguate human ana financial resources, ana evaluating 
programsi and (5) skills reguired "for participation in community and 
^professional activities: outside of the college* DeJinitions ana 
ycrlterla for assessing competence are enumeratea fbr each of the 
competencies .specified in the manual* (JP) 
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Students, faGultjr rtiembers^ cdHigS%a;Tiim||r#^f^^^ audiences 
-who seek assistance, from the chief .jsitudent^eLlf aif^*:oHie^ accurate 
consumer arid dther viable informititon while faM^ to 
the concern under consideration* (The audiences '\^iit^ijhdfe 
under syhich. services and infdrmatidp are available within , the limitat^ns of State 
Cartd Federal laws and regiilAtlon^ rand policies of the college. Further, the 
demonstrated needs of the variQUS audiences will be met through efforts of the. 
^hief student affairs officer to intef-bret and articul^^ 

varlousx audiences wil^,rece^^^e counseling, testings advisement, and other 
Drt serv^es baied on demonstrated need exceptjvheD a problem is d«er mined 
to bp outside^^he expertise or resources, of the chief student affairs officer or a 
menr^er of the sttjdent services/personnel staff. ; 

The c&^Identiali^^of ;the circumstance of any student,' otherSiembers of the 
Institutionv and members of the .community communicated to the chief student 
affairs officer will be observed by the officer and his/her staff. 
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This rnanu^r was developed to provide commumty coUeges in Florida with a tool for ^ 
defining cqjnNtenGie affairs officers. The manual lists apacific^, • 

cq^petenciei ihat may , V / 

|i ' COI^etencies^ can serve the^ following purposes with; regard, to the ; 

5 chief studerit affalH-p^^ ' - 



Iw _= 3ob:pescHption - When cgmpetencies have been Identifiedj they can aid 
^ deyelopin 



on - When coinpetencies have been identifie< 

-2^ ' 5el^ti&n.:- When competencies have been: identified, they can^ \with 
^ ass&siment measures^ aid v in \the screening -and selection; of ^new 

,;: ..^:"^^^=personnel. .= ^ }^. _ - . - . .l ^ f. 

3?^ V Staff Development - When competencies for positions have been definedt, 
■ evaluation ; of those competencies can result invih<| identifleation pf 
■ specific needs for staff; development programming. Those with trainin^ 
responsibilities hav^ a clear indication of the competencies needed for\ 
specif ic positions and functions. / / * ; 

%^ ;Self-pv^Iuatlon = When competencies for a staff member have been 
' Agreed liporti that staff member hfes a tooL ^r self-evaluation and 
cievelopment- ■ . •. \ . 

5. Progfto\Expatision > When competencies -l^ve been iyenttfied;w 
speGWlR ibb functions, they show the skills: that are nece 
develdped in^brder to successfully expand prbgrams ihta new areas. 

6. Articulatibn - When competencies for a particular position 
identified/ arttculation with graduate schoolv^aining professionals in 
student personnel services is greatly facilitated. ; . ; 

7. Evaluation When competenciei have been identified, a careful 
. evaluation of them can indicate wherf>promotion or remediation is 

.needed- ' , 

8. Accountability Standards When performance competencies have been 
identified, they show the implementation of a portion of the 
accountability standards. ■ 
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\ = , ; t for ghief student affairs officers: . 

- : ^ . •■ = • " ■ ^ . •• . : ' • ^ ■" ^ , • •• ;^ 

ListW below are five ifunctionr with defihitions, competencies, and a^essment 

" criteria/ JThese were Identif by the Florida Community College /Council of 
Student AjEfairs^ Task Force on the Identification of Performance Competencies for 

V ; Chi6f Student Affairs Officers, . ■ . 

'V h Educational Leadership - This function refers to the proactive role of the 
^ Chief Student Aifairs Of fleer in participating in all qf liege policy matters as 
the primary -student advocate of the institution. 

To perform this function effectively, the Chief Student Aifalrs Officer; .must 
be able toi 



A. 



Analyze the potential impact of pending issues upon the^interest "and 
needs of the students of the institution. r - / . % ' 

To demonstrate this competency^ the Chief Student Affairs oMcer must 
be able to: " '% 

1. Determine through an approved method of analysis the ^btential 
impact of Institutional policy on identified student needs. ' 

2. / Develop questionnaires t^obtaln Information from students relative 
/ to the impact of college policy on their needs, 

/ Analyze the potential impact of pending poHcy Issues ^ upon exisfijig 
^ /program and personnel resources which are within the administrat^e 
^jurisdiction of the'Chief Student Affairs Officer. , V 

- To demonstrate this competency, the Chief Student Affairs Officer must 
be able to: * - 

^ 1. Determine via student affairs administrators/supervisors the impact 
• ■ ^ • of college policy upon existing program and personnel resources. 

• ■ ■ ' ~ ' ■ '-' * . ' " - - ' ^ \' " 

- 2. Develop questionnaires to ^obtain information from administrators/- 
^ supervisors relative to the im^ct of college policy dn their needs. 



C. Interact effectively with the administration, . taculty,.. and staff In 
presenting the needs of students and student affairs in decision-making 
process. " / 

To demonstrate this competency, the Chief Student Affairs Off leer must 
* be able to: 

1, Attend and participate ^ In meetings where declsl^ are made 
■ relative to student policy- '/ 

2. Anatyze the effectiveness of: the decision-making process which 
reflect the needs of students, and student affairs. ' . ' 



i 



0/ Infiuehce-^ policy cjecisiohs which impact, both directly and 

indirectly, students of the institution, personnel, and' program resources 
within student affairs. ' • / 



To demonstrate this competency, the Chief Student Affairs Officer must 
•. ho. able to: ; ■ ^ , 

• '■ ■, ' " ' ' . ' ■ : ■ ' ^ ■ ■ ^ v* ^ 

1. ReGommend the establishment and/or review of institutional policy 
-which Impact studejits. ' i, > ' 

2. Obtain informatlort from student and staff that would infl^^ 
establishment of rt^ college poU^^^^ Current college 

- policy. ^ 

E. Interpret- policy decisions Into language and forms which are unden- 
standable and disseminate this Information to the entire college 
community. . ^, 

To demonstrate this competency, the Chief Student Affairs Officer must 
- be able to: . . 

- V \ - ■. . - : ■■■■ f' ^ i 

1. Provide an explanation oj! collage pplicy.^^ ^^^^^ 

2, Reviflw atnnually the ef f ectlvehess of student affairs instruments 
used to disseminate college policy. ' 

Management and Supervision - This%nction refers to the role of the Chief 
Student Affairs Officer in the deliverance of programs and services, and 
monitoring assigned functions; , 

' . . ■ ■■ - ■ y '\ ■ ■ ^ ". 

To perform this function effectively, the Chief Student Affairs Officer must' 
be able tot . ' , 

A, Analyse programs^ servicei, and staff necessary to serve students. 

To demonstrate this competency, the Chief Student Affairs Officer must 
be able to: 

1, E^luate the services to^students, " 
N^, Plan, implement, and monitor operating budgets for student affairs* 

To demonstrate ffiis competency, Ahe Chief Student Affairs Officer must 
be able toi ^ ^ 

1, Develop budgets to meet the needs of programs and services. 

2, Allocate budgets to provide programs and services, 

3, Remain within budget parameters and make timely /provisions ior 
. , budget amendments. 



[C. Select the staff performing the programs and services.' •. 

To demonstrate this competency, the Chief Student Affaips Officer mifet *^ 
beabl6 toi ^ ^ 

1. Select qualified personnel. - li^ 

2. • . Recommend enriployment of quallf ieS personnel. ' m N 

D. Train the staff that perform the programs and services. 

To demonstrate this competenc)^, the Chief Stude^^ 
be abte tos 

1. Promote and provide in-service, on-the-job training^ and formal . 
; training opportunities f^r staff * / ^ y 

'■ • . • • ■ , ■ - '■ . 

2, Evaluate in-servke, on-the-job training, and formal training 

. procedures. - ^ 

] ■ . "■ - ^ > ^ s^. 

% Supervise the staff that perform the programs and services. 

To demonstrate this competerfcy, the. Chief Student Affairs Officer must^ 
Y ^bl® to: / * . V 

L Monitor dally activities of office personnel to assure efficient 
iperation of student affairs. , , . ; 

2. Seek feedback from student affairs personnel regarding the super- 
vision of daily activities. V 

F. Evaluate the staff that perform the programs and services. 

, ■ { To demonstrate this competency, the Chief Student Affairs Officer must 
: . be able to: 

L Provide written job descriptions for student affairs personnel. 

2. Conduct and maintain annual written evaluations on student affairs 
personnel. \ 

G. Establish, disseminata and evaluate the |oals and objectives of each of 
the progt-ams and services. ^ 

ate this competency, the Chief Student Affairs Of ficpr must 

1. Develop goals and objectives for services iod programs of student * 
affairs which are consistent wi^ stated insti^tibnal goals and 
objectives. • . ' 
, . ■ • ■* / ■ "- '''> ' - ' " 

2. Communicate goals and objectives of stUderit, affairs to indigenous 

■.staff. ■ ' ■ ■ 
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Evaluate the outcblmeB of ituder^ ^^Birs. program services in 
relation to goals and objectivesi ; H ■ I ^ 

Articulation, - This function refers to the.role of th^ Jfihfef Affairs 
Officer in ensuring the flow of information amdrjg the students, the staff , the 
college, and the communityp i l f ^ < 

To perform this function effectively, the Chief Studfent A*|a^s Officetv must)» 
be able to: , - . c : "\ -i' ii '^^"^^^^^^ V 

A* Interprete and diasenfiinate the mission^ goals, ^rud objectives oi the 
institution to the personnel in student affairs,^ [ 

To demonstrate this competency, the Chief Stuudini Aff&irs Officer must 
be able to: ' ■ ; ' '■ \ '] 

1* Communicate the mission, goals, and/bbjectives of the college to 
. student affairs personnel, . \// i , 

B, Demonstrate communication skills whifeh will; ih^rpret and promote the 
gpals and objectives of student affafrs to all segments of the campus and 
th#commuriity* . ^ / ^ 

To demonstrate this copffpetency, t^e Chief Student Affairs'Of f icer must 
be able to: ^ " ' 

- ^ ■ ; ; / - \ ■ . ; ; ^ , - ' ■ ■ , I ^ '^^ ^ - ^ 

1* « Communicate the goals .and- ©yectives of student affairs^^to 'th#> 
carhpus and community, ^ ' V ^ - ^ 

C* 'Communicate the Tieed for fKJ^^ve working relationships between 
student affaitjs staff and others on the campufr to enhance services to 
students, I > ^ * ■. . 

To demortstrate this competency, the'^hief Student Affairs Officer must 
be able toi - ; ^ ■ / 

L Implement strategies for a positive wbrking relationship between 
. student affairs staff and others oh the campus to enhance services 
to students, ' \ ' . 

D, Provide the framework by which information about the college may be. 
accurately disseminated, and utilize feedback obtained from all its 
constituencies, ' 

To demonstrate this competency, the Chief Student Affairs Officer must 
be able tO: ' ' . 

1, Implemeht a network for information flow. 



n 
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Develpptnent of Programs and Services - This fgnction refers to the role 6 
the Chief Student Affairs Of fleer in planningi^ implementingrmaintainingp^^ 
evaluating programs anV services that fall within the domain of stu^nt 
services. ' ^ ^ * 

To perform this function effectivelyi the Chief iStudent Affairs Offi6er must 
be able tot • . 

A. identify the needs of students, 

■ ^ . ... ■ ^ ; 

To demonstrate this cornpetency, the Chief Student Affairs Of ficer must 
be able to: . ' • " . 

' L Utilize sound research techniques to ascertain, treat, and interpret 
' the needs of student clientele. 

^ 2. Translate the results of on-gbing student researchranalyses into 
operatiohal progranris and services. ^ 

3. Share the results and the implementation plan, oi student research 
with other appropriate parties within an/d outside the coUegei 

B. Apply recent program, devefepments in the field of student jiff airs. 

To demonstrate this competenci^^ the Chief Student AffalrV Officer n^st 
be able tot . ^ ^ ^ . 

1. Review evolving theprles of student development and student 
services for applicatioh to the college's own^programs aRd services. ^ 

2. ' Communicate to the college and within the profession information 

regarding successful programs and services. . . 

3* Adopt appropriate^ Innovative practices through a review and 
evaluation of iuccessful in-place programs. V, 

C. Balance'flnanciaiand staff resources with student affairs proeram needs. 

To penform this competent, the Chief Student Affairs Officer must be 
able tot ^ , / 

J. Qbmmuhicate effectively and persuasively -to the president of the 
P coUege the staffing and financial i^eeds of student service 

2. ' Analyze finances and personnel available to the chief student affairs 

officer, ^ , 

3. Establish program priorities in keeping with student needs. ; 

\^ Uy Develop and operate programs which maxiniize a\4ilable staff and 
^ financial resources. 



^D* EA^aluate the achieve^ program goals arid the imipact^f fiach^program and 
service on idehtified rieeds of cllfents/ ' \ > / ^ 

To demonstrate this competencyi the Chief Student Affairs Of|icer must 

' \ ^"be/abl^''toi' ; . '\ '^^ 

,1. Provide organized and systematic cdnsumer input on each^ig-place 
program and service* i . : ^ ' . * . 

2. Compare the results of client input /wlth^ 

programs J^nd servibesi ' / ^ / - 

' 3. Use c^^^t- input to ^modify : or eliminate existing^ progranis afid 
^ ' servicses or to create new programs and services* ^ V % 

Community AwarenesSs Involvementi and Services y^^^^functibn refers to 
the rble of the Chief Student Affairs Officer as a ^ntribSling participant in 
the issues and activities of the commurrky served by- the college and the 
profession of student affairs. - . , ^ 

To perform this iunction effectively, the Chief StuAent Aflairs pfflcer must 
be able to: , , ^ V S ; {\ 

A* Serve the needs of the community and the profession throuf^ personal j 
involvementi itaffing^ommitmenti and program inc^ - j^-^ 

^ To demonstrate this competency, t^e Chief Student AlJairs Officer must = 
be able toi ^ • f^^^f 

1*^ AnalyTC the issues, needs, and concerns of the'^vcommunity to 
. . ascertain the poterttial for perspnaJ and professional 1^ 

* " ^ ' * .'^ • . ' ' . 

2* Encourage community ahd professional awareness and involvemeht 
among staff within student affairs, , . 



Prorh9te an awareness and Involvement 4n community" -and 
professiohal issues among student affairs personneL; 



^. ^llocate time and othfer resources which wlji-permlt particl^ylon ih^ 
'cbrnmunity and professional involvement* ^ ^ - v 

5. lyUtiUze Information 'c»btmined;^hrough^^c^ and^ professional 

ipvolvement to Impact priorities as they relate to existing programs 
of the insfitution* . ^ * , ^ 

... ^; -^ : -^vt* ■ - . " 

Evaluate the effectiveness of . participation in corhmunity and 
professional involvement, ; ■ -jp * • : 
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